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Cancel a SAR  

Introduction to Cancel a SAR   
Once an authorization has been “Authorized,” or “Modified”  the SAR may be 
“Canceled”.  To cancel a SAR, first search for the SAR.  From the View SAR 
page, those with security access will be able to click and access the Cancel SAR 
tab. 

 
Objectives 
At the completion of this section, you will be able to: 

• Cancel a SAR   
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21.1 Entry into the Cancel SAR Tab Notes 
Enter through View SAR Details 
1. Search for  the SAR and view the details on View SAR Details. 
2. Click the “Cancel” tab. 

 

The provider 
address may be 
edited for mailing 
purposes.  However,   
this does not update 
the Provider Master 
File. 

 

Corresondence will 
dictate the type of 
letter generated.   
NOA  will print a 
Notice of Action 
and will default for 
cases with an 
Application Status 
of “Signed App” 
Letter will print a 
Cancellation Letter 
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21.2 Enter SAR Cancellation Information Notes 
1. Enter the name of the person for the “Canceled By” field. 

• A default name is provided for the user who is logged in CMS Net Web. 
2. Click the “find” button. 

 

 
3. Select by clicking the name of the user in the user search results. 
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4. Enter the “End Date.” Notes 
5. Select the Reason for Cancellation. 
 

 

 

Date Cancelled will 
default to the current 
date to track the date 
the user updated the 
SAR to “Cancelled.”

Citation is 
REQUIRED  when 
NOA is selected as the 
Correspondence

The “End Date” is the 
effective date of 
cancellation – the date 
you want the provider 
to stop treating the 
client. 
The provider may 
receive payment for 
services up to and 
including  this date

 
 

Field descriptions are provided in CMS Net Web Online Help. 
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21.3 Enter Cancellation Letter Text and Distribution Notes 
1. Enter the Cancellation Letter Text. 
2. Select values in the “Distribution” list box for who should receive the 

authorization.  You may select multiple values. 
• Distribution will show the managed care provider, the Healthy Families 

provider, private insurance provider, primary care provider (medical home), 
other addressee, patient address, MTU, and the family that is currently on 
record.   

3. Click on “Add Distribution” to add one additional distribution for selection. 
 

 

 

To deselect the 
distribution value, 
hold the “ctrl” key 
and click the 
highlighted value.  
Otherwise, you may 
click the “Undo” 
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 Notes 
 

 
 

Step 3
How to add one 
additional 
distribution for 
selection

 

Print a copy of the 
cancelled SAR.   
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 Notes 
21.4 The Cancellation Letter 

Here is a copy of the cancellation letter that will be generated for the client’s provider 
and for those selected in the distribution drop-down field.   
Note:  A Spanish version of the letter will print for when Family or Patient are 
selected from the distribution and the Spanish is indicated as the language on Patient 
Registration. 
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21.5 The Notice of Action Notes 
Here is a copy of the NOA letter that will be generated for the client and for those 
selected in the distribution drop-down field. 
Note:  A Spanish version of the letter will print for when Family or Patient are 
selected from the distribution and the Spanish is indicated as the language on Patient 
Registration 
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Notes 
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